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APPLICATION FOR RECORDS RETENTION SCHEDULE 

Records Manasement Officer of the Asencv's Recbrds Management and Controls Unit will be of assistance in com- - - .  - 
pleting this form. After Division Director/Designee has signed the form, forward original to Administrativg Sed'ces Division, Records I Manawnent and Controls. 130 Memorial Drive, S. W., Atldnta, Georgia 30303. Attention: Records danagernent Officer 

' Rnployment and Training Divis ion 
CETA Training Sect ion 

~~ 656 - 3166 ~~~ 

S t a t e  Rnployment Sect ion Supervisor _. 1~ .- -. B i l l y  ~ ~ J. McLeod ~ ~~ ~ ~~ _ _  ~~ ~. ~~ ~~~~~~ 

e 3. Action Requested 
a. 0 Establish Retention Schedu1e';record will continue to accumulate. 
b. 0 
c. Amend 

4. Dates of Series 1 
Earliest 

Dispose of present accumulation; no further accumulation anticipated. 

-~ ~ ~ - - .  

Comprehensive Employment and Training A c t  (CETA) 

Present  $ I_ 

6. Division and ̂ office Function What is  the function of the Division and the Office in which this record series is created? 

The Employment and Training Division-under t h e  genera l  adminis t ra t ive  d i r e c t i o n  o f  t h e  
Deputy Di rec to r ,  Rnployment Secur i ty  Agency, is responsible  for  the development, 
implementation and supervision-of CFPA Programs. - I 

The CETA Training Sect ion reviews requests f o r  t r a i n i n g  and prepares con t r ac t s  f o r  funding 
o f  projects, i n t e r p r e t s  and releases t o  s t a f f  and l o c a l  o f f i c e  any changes i n  procedures. 

+ 

. . .  .~ - .-. . ~ .. . . _  .. . -. . - . -  . ,. : '. . ~ . 

-_ ~~~ ~~ ... 

. .  7. &cord Series Description 

Included are: 

involved i n  t r a in ing .  . .  

CETA OJT Program Supplemental Agreement (CETA Form 330) , 
CETA CUT Worksheet (CETA Form 303W/S), 
W A  Monthly OJT Program, Progress Report/Invoice (CETA Form 303)and 
Related correspondence. 

Geographicaliy by kea ;  thereunder numerically by project number. 

--. 

. .  .; ,,: , ; .  .. . . .  
- . . 1  

File is arraGged: 

~~ - ~ - 
8. Monthly ReferenceRate 

One to six months old ; Seven to twelve months old 
How often are records referred to which are: 

1 
~ ; Thirteen to twenty-four months old 2 

~~ 

twenty-five months and older 0 ? 
II__. 

9. Annual Rate of Accumulation of Records 
Letter-size drawers 3 . Legal-size drawers .; Shelves ; Other (qmcim) 
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i 
~~~ ~~~~ - .  . . ,  , - - 10. Questionnaire -~ (Place an ,win the prop& qlumnlc ~~ :' ~. .. - 

a. Is this the officia- 
> , %  

b 
~~ ~~~ ~~~~ ~~ ~ 

I f  not, where i s  it? 
b. Does the series contain c nfidential information reqGrKseG-or regulati,on. zi 

, - . t 

P O - - -  ..- ~~ ; '  

~~~ ~~ -Georgia Code 54-23?(1) and 54-642.1 
~~ 

c. Is this a vital record? *%" 
_I_. 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents 
be scheduled seoaratelv? 

- _- 
f. Is the information contained in this seriesever published? - i f  yes, attach copy. 
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

~. 
~- ~~ ~~~~~ ~~ ~~ ~ ~ 

I f  yes, attach b p y .  

If yesr where? p L  F i s c a l  & C e n a a l -  

.~- 
h. Is there~a duplication of this series in your office, or in  another office or agency? 

-I Records, GSES~-Trng Wca-Of f .i-Contxact&q mpl_o_vel 
__I._ Is this series lora majo!portion of it) - regularly microfilmed? i. 

j. Does the record ~~ series result in a computerpintout? ~ 

, 

--l_l _~ 
~~ - 

The following.requirese series to be kept: on Requirements 

a. State Law 

b. Statute of limitation 

c. Federal Law 

Attach copy or excert of 

tt years. 

~~ - years. 
- 3 years. 

d. Audit period years. 

e. Administrative need years. 

f. Federal retention instructions 3 -  years. 

i~ or regulations. Expli I administrative need. 

P.L. 95-524 (CETA) d t d  10/27/78, Sec t ions  103 (a) (11) and 133 (a) (1). 
4 1  CFR 29-70.203-2, 29-70.203-j(b) , 29-70.20333-1 and 29.70.203b-2. 
GDOL Administrative Procedures Manual Part 11, Sect ion  11716.01. . 

~~ 

Records  to^ be available t o  Sec re t a ry  of  Labor  f o r -  l i t i g a t i o n s ,  a u d i t s  and cia-ins. ~ . __ ;___~.~_______ ~ ~~ ~~ 

12. Approved Disposition l n z n s  This agency recommends that the file series be cut off a t  the end of each: 
~ . .  K<' 

'~ then. . . . , .  ~- 
V 

0 Calendar Year; . m%scal Year; 0 Other ~ * .~ . . . . .  . ~. ' .~ I . '  . 
-,- 

Hold in the current files area month(s) 1 year(s); then - fl Transfer to local holding area; hold year(s); then 
mrans fer  to State Records Center; hold 
fl Destroy. 
0 Transfer to State Archives for permanent retention. 
mother  (Spe~irVl 

year(s1; then 

Destroy on t h e  s a t i s f a c t o r y  completion of a l l  audi 3 ,  c l i  m li ig ti 
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. .  GEORGIA DE_CARTM?NT OF LABOR / 

i M P LOY M E NVSE: cu R ~ T Y  AGENCY 
ADMINISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 

~ . . \  
I ' 

Application N h b e r  
j APPLICATION FOR 

! 

' AMENDMENT TO PECORDS RETENTION SCHEDULE / I ~ - _ _  

__ -- 
FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received APDlication No. Date Completed 

. -~ -~ __ -. 

Application Date: July 30, 1980 

I--_- - - ---- 
Record SeriesTitle: 75-101 On- he- job Training Person to Contact: 
Project File .F 

Item number to be amended: Item 16 on old form Telephone No. 6 5 6 - 3 0 40 ' 

Item 10b on new form (3/80) 

Reads as follows: "no" on confidentiality Of records 

Amended to read: "yes" on confidentiality of records 
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STATE OIIICI O I  B I C I R T A m l  OI .TIT1 

D I ? A I T * I l T  O? AlCRIVIl b IIltOll , OF A p p l i c a t i o n  f o r  
, ,i 

R E C O j D S  DISPOSITION STANDARD IBCOID~ * A m i O U a m t  oxv18xom GEORGIA 

Operations Division 

I ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  1 N O  FURTHER A C C U M U L A T I O N  ANTICIPATED.  

A 

8 .  Earliest & Latest  19. Exact' Ser ies  T i t l e  
Dates of Ser ies  

The Manpower Programs Operations Division under the general administrative d i rec t ion  of the  
Deputy Director fo r  Manpower, Employment Security Agency, is responsible for  the development, 
implementation and supervision of manpower programs. 

I s t a f f  and loca l  of f ices  any changes i n  procedures. 
i 

. and f i l e  arrangement). 

x 2 t h  t he  CET Aclr of 1973. I 

1 I n c l u d e d  a re :  I n f o r m a t i o n  f u r n i s h i n g  d a t e s  t r a i n i n g  was s t a r t e d  and  
c o m p l e t e d ,  number of  d a y s  i n  t r a i n i n g ,  c u m u l a t i v e  r e imbursemen t  e a r n e d ,  
and  a c t i v i t y  i n v o l v e d  i n  t r a i n i n g .  Forms i n c l u d e d  a r e  D e c l a r a t i o n  o f  
I n t e r e s t  i n  C o n d u c t i n g  On-theJob T r a i n i n g  Under  t h e  CETA, YCETA Form 3 0 1 ) ,  
Comprehens ive  Employment and  T r a i n i n g  Act On-theJob T r a i n i n g  Program 
N e g o t i a t e d  F l x e d - P r i c e  C o n t r a c t  (CETA Form 302 ] , CETA O J T  Program Supp le -  
m e n t a l  Worksheet  (no fo rm n o . ] ,  CETA-OJT Work S h e e t  f o r  CETA-303, CETA 
Monthly O J T  P rogram,  P r o g r e s s  R e p o r t / I n v o i c e  (CETA Form 3031, C l i e n t  
S t a t u s  Change N o t i c e  (CETA Form 31, C o n t r a c t s  be tween  companies  i n v o l v e d  
i n  t h e  OJT p rogram and  t h e  G a .  Dep t .  of Labor  and  r e l a t e d  c o r r e s p o n d e n c e .  

F i l e  i s  a r r a n g e d :  G e o g r a p h i c a l l y  b y  g r e a ;  t h e r e u n d e r  n u m e r i c a l l y  by  
p r o j e c t  number.  

1 
I 

ATTACH SAMPLES OF THE FILE 

4.5 I 



13. Is t h i s  t h e  Record Copy p f  t h e  s e r i e s ?  

1 4 .  Is t h e r e  a du l i c a t i o n  of  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  inFix#ap%n zontainediofiY'this s e r i e s  ever  swmnarized o r  published? 
Ga Dept. of La%or Fiscal Ofc., Central  Records Unit, GSES Training'Area Ofc. 
and Contrgc in  o er has - 

Attach copy of  summary o r  publ ica t ion .  , 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  s e c u r i t y  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  emend o r  terminate  agency p o l i c i e s  and procedures? 

18. Could the  funct ion be performed i f  t h e  f i l es  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of i t )  regular ly  microfilmed? If  yes ,  why? 

20. Does t h e  record s e r i e s  pfovide da ta  as input  t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  

22. Has the  Federal Government i ssued  in s t ruc t ions  governing t h e  retent ion/dispo-  
s i t i o n  of t hese  files?Employment Secur i ty  Manual, P a r t  I, Chapter 11700 and 
Agency Adminis t ra t ive Procedures Manual, Pa r t  11, 11716.01 

23. Will t h e r e  be a need f o r  these  records 10, 15 years  from now? If yes ,  what? 
r 3 y r s .  following f i n a l  a c t i o n  on 
24. REQUIREMENTS. The following requires  the f i l e s  t o  be kept p r o j e c t  yea r s  : ( f i n a l  a c t i o n  is  

the  6-month follow-up on t r a inee )  
a. [ ]STATE b. [ ISTATWE OF c .  [ ]AUDIT d. k]FEDERAL e .  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 

LAW LIMITATION ' PEFIOD LAW DECISION VALUE 
(Cite' Law, S t a t u t e ,  or o ther  reason fo r  t h e  r e t enGon  requirement) 

4dminis t ra t ive Procedures Manual - P a r t  11, 11716.01 
from d a t e  of last a c t i o n  taken on project ."  

agency recommends t h a t  the  f i l e  s e r i e s  be cu t  of f  at  

i.. 

of each -[]CALENDAR YEAR -[]FISCAL YEAR - H E H E R  See below 
_ _  

Upon c o m p l e t i o n  o f  6-month f o l l o w - u p  of a l l  t r a i n e e s ,  t r a n s f e r  t o  
i n a c t i v e  f i l e .  
Cu t -o f f  i n a c t i v e  f i l e  a t  e n d  of e a c h  f i s c a l  y e a r ;  h o l d  i n  c u r r e n t  
f i l e s  a r e a  1 y e a r ;  t h e n  

CET S e c t i o n  ( C e n t r a l  O f f i c e )  F i l e :  T r a n s f e r  - t o  S t a t e  R e c o r d s  
C e n t e r ;  h o l d  2 yea r s ;  t h e n  d e s t r o y .  

D i s t r i c t  O f f i c e  F i l e :  T r a n s f e r  t o  local h o l d i n g  a r e a ;  h o l d  2 
years ;  t h e n  d e s t p o y .  

r '  
.d 
=7r- -7 , 1, , 


